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Support Staff Skill Profile
SOLAR  Strengthening Operations for Learning And Results

Name Supervisor’s Name Reviewers’ Initials

CenterSelect OtherHead Start Early Head Start

Position FacilitiesAdministrative Food Service Technology Transportation
Other:

Highest Level of Education
Achieved

Pre-degree CertificateHigh School/GED
Associate Degree Child Development Associate
Baccalaureate Degree Graduate Degree Other:

Years in Program 0–1 Year

0–1 YearYears of Experience in Content Area

2–5 Years

2–5 Years

6–10 Years

6–10 Years

11–15 Years

11–15 Years

16+ Years

16+ Years

SKILL INDICATORS LIMITED ADEQUATE STRONG EXEMPLARY N/A

1. Effective Practice

1.1 Effectively carries out job responsibilities by familiarizing self with and adhering to position descrip-
tion, pertinent program plans and policies, and overall program goals

1.2 Seeks solutions by drawing on own experience and knowledge or by problem solving with supervisor 
and/or other program staff and managers

1.3
Supports the program in providing high-quality services to children and families by complying with ap-
plicable federal, state, and program requirements; following established procedures; and implementing 
schedules and routines 

1.4 Makes prudent use of resources by monitoring consumption, minimizing waste, and offering sugges-
tions for improving program efficiency

Fiscal
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2. Support of Program Goals

2.1 Helps the program achieve its goals by staying informed of pertinent day-to-day activities and adjust-
ing own work accordingly

2.2
Supports other staff in creating a welcoming and supportive environment for children and families by 
adjusting own routines (when appropriate) to accommodate their needs, sharing pertinent information 
about children and families with appropriate staff, and working cooperatively as part of a program team  

2.3
Exhibits an understanding that families are full program partners by responding to children’s and fami-
lies’ situations with respect and flexibility, providing them with information, and/or securing help from 
other staff when needed

3.  Community Interactions

3.1
Promotes effective relationships within the community by speaking positively about the program and 
its staff, services, children, and families and by viewing the program as a valuable part of the commu-
nity 

3.2 Supports staff in accessing community resources by offering ideas and suggestions

3.3
Sees self as a program “ambassador” by being able to talk about program’s philosophy, mission, and 
goals to community members, groups, and/or vendors and by knowing that own actions reflect on the 
program 

4.  Observation, Analysis, Planning, and Documentation

4.1 Participates in the program’s community assessment and annual self-assessment by sharing information 
about program and community needs and resources 

4.2 Participates in program planning efforts by contributing ideas for program improvement, estimating 
material and supply needs, and suggesting products and sources

4.3 Strives for efficient data collection by using technology, when appropriate

4.4 Contributes to program’s records and reports to local, state, and federal officials and funders by main-
taining well-organized, complete, accurate, and objective data 

5.  Communication
5.1 Demonstrates respect for others by sharing information objectively and non-judgmentally 

5.2 Communicates with others in the program, families, and those in other community programs by follow-
ing established program protocols 

5.3 Ensures family and staff confidentiality by limiting conversations about them and access to their re-
cords 

5.4 Employs a culturally competent and flexible approach with those from various cultures by acknowl-
edging, accepting, and accommodating differences 
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5.5 Facilitates communication with others by using available technologies (e.g., fax, voice-mail, comput-
ers—e-mail, file sharing) 

6.  Professionalism/Leadership

6.1
Maintains professional boundaries in relationships with staff and families by distinguishing between 
others’ needs and one’s own, guarding against abuse of power and sexual misconduct, and using ap-
propriate language 

6.2 Furthers professional growth by seeking feedback, reflecting on and assessing own practice, and taking 
advantage of opportunities to improve skills and knowledge

6.3
Serves as a role model for families and other staff by following and exhibiting sound, daily physical 
and emotional practices (e.g., wearing seat belts, making healthy food choices, washing hands, commu-
nicating positively, understanding and accepting cultural differences)

6.4 Advances program practice by promoting a positive working environment and working collaboratively 
with other staff to understand and support the adoption of best practices for children, families, and staff 

7.  Other Program/Organizational Priorities

7.1

7.2

7.3

7.4

7.5

7.6

7.7

7.8

7.9
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7.10

7.11

7.12

7.13

7.14

7.15

7.16

7.17

7.18

7.19

7.20
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